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SECTION 1: WRITE FOR A SPECIFIED AUDIENCE 
AND PURPOSE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 
On completion of this section you will be able to write for a specific 

audience and purpose. 

Assessment Criteria  
 

On completion of this section you will be able to: 

❖ Understand the purpose for writing, the target audience and 

the context in relation to the learning task or activity.(SO 1, AC 

1) 

❖ Ensure that text-type, style, and register selected are 

appropriate to audience, purpose and context. (SO 1, AC 2) 

❖ Ensure that language is appropriate to socio-cultural 

sensitivities and that it is selected and used in an appropriate 

manner without compromising own values or arguments. (SO 

1, AC 3) 

❖ Ensure that written communication is well-structured and 

conveys its message clearly. (SO 1, AC 4) 

❖ Use critical thinking skills as strategies for planning.(SO 1, AC 

5) 

❖ Ensure that arguments are supported with sound reasons and 

facts, and writing reflects a clear point of view, and shows 

logical development of a clearly articulated premise. (SO 1, AC 

6) 

❖ Understand that research skills are evident in the way data and 

information relevant to the context is identified, located and 

selected for inclusion in the final text. (SO 1, AC 7) 
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1.1 DEFINITIONS OF KEY TERMS 

 

1. Written Communication 

Written communication involves the use of written words to send a message from one point to 

another. What is fundamental is the ability to read with comprehension and to write clearly and 

correctly and it cannot be emphasized enough that both of these skills are extremely important. 

A report or memo that has repeated errors; immediately put to question the ability and 

dedication of the person who wrote it. Why didn’t they take the time and effort to do it right? 

Most of the successful people in organisations write clear, well organized memos and reports. 

2. Target Audience 

A target audience mainly refer to those whom communication is directed to. An audience is 

often referred to as the end user, and all communications need to be targeted towards a defined 

audience. 

 

The target audiences can be divided into: 

a. Primary audiences: are the group which is supposed to be the first to receive 

information. This group consists of the decision-makers and the first point of contact for 

information.  

b. Secondary audiences: are that part of the audiences who are not really intended by 

the writer or speakers (sender in the communication process) but tend to receive the 

message.  

c. Tertiary audiences: comprise the different sectors which need to be informed of and 

consulted with about the beginnings of any project or programme. 

 

1.2 UNDERSTANDING WRITTEN COMMUNICATION  

Written Communication always involves sending and receiving information, ideas and images. 

There are different participants within the written communication process that have roles they 

need to fulfil for the communication to be successful. First the author of the written message 

must know the five Ws: what, where, when, why. 

a. Who the recipient is? 

b. What information or background knowledge his or her audience has with regard to intent 

and the nature of the message? 

c. When this information must be sent? 

d. Where it must go? 

e. Why it must be sent to that person at this time? 

http://en.wikipedia.org/wiki/End_user
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Secondly, the audience needs to understand and desire the communication, and be willing and 

able to respond. This requires the author to construct his/ her message using comprehensible 

language, including all important information and have a concern for maintaining and enhancing 

a positive relationship with the audience. 

 

Very simply stated, the purpose of written or oral communications is to present specific 

information to specific audiences for specific purposes. 

 

1.2.1 Audience Analysis  

Communication breakdown may occur for a number of reasons: the audience or person 

receiving the message may not be interested or available to receive it, or may lack the 

knowledge to respond to it. The responsibility of the author then is to investigate before writing, 

the recipients of the message and carefully plan it to ensure that the audience will be able to 

understand its content and has resources and tools to respond accordingly. 

 

For Example: Noise such as unclear instructions or inappropriate methods may inhibit 

communication. Similarly the audience may be reluctant to respond if their cultural or religious 

values have been violated or they are fearful or anxious because of perceived manipulation or 

repercussions. Thus in designing written communication it is advisable to plan it in such a way 

that positive feedback from the audience can be accomplished. 

 

The audience may have a number of distinct qualities that will need to be determined before 

constructing a message. Characteristics such as gender, age, educational level, cultural 

background, values and knowledge of the topic, as well as position within the organization all 

play an important part in constructing an appropriate message and what the recipients’ 

information needs are. For example; a company executive requires information specific to the 

decisions he/ she makes to run the business whereas clients are concerned with details that aid 

them in buying the goods and services. 

 

It is clear that messages are tailored according to the unique needs and requirements of the 

audience, based upon what they will do with the information received. 

 

1.2.2 The Purpose of Written Communication 

Generally people write to: 

• Inform 

• Persuade 
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• Advise 

• Confirm business decisions 

It follows that successful written communication should be designed to fulfill an informative and 

directive purpose, as you need to provide information to your audience and require a response 

from them.  

 

To ensure that you accomplish the informative purpose, you dispense specific details to the 

audience which assist them in making decisions. It is imperative that you include precise 

directions to the audience that instruct or influence them to respond in a desired manner to 

ensure that the cycle of communication may be successfully completed.  

 

Another purpose in written communication may be to communicate something that happened, 

or narrating an experience to a reader. This is referred to as writing to reconstruct experience. 

To make the experience more vivid and interesting to a reader, you should give specific details, 

use concrete language (words that create a specific image in the mind of your reader for 

example: slowly tip-toe) and use of analogies (comparison words, for example hard as a rock).  

 

1.3 TEXT TYPE, STYLE AND REGISTER 

In designing your written communication, you need to consider the nature of your message and 

how to express it. The message should be presented in the correct manner as with regards to 

text type, style and register.  

 

1.3.1 Style 

Style reflects the way you construct your sentences and can vary from intimate in personal 

communication to frozen in highly formalised messages.  

 

For example: You can request your work colleague to hand you a pen by saying: “Get that pen 

for me, Chris.” Which would be an intimate or casual style of communication? In a formal 

situation you could say: “Ms Mhlanga, dispatch the blue pen on your desk to me.” This would be 

formal or even frozen.  

 

The intimate or casual is obviously inappropriate for professional communication, and the 

frozen style creates an awkward distance between the author and the audience. The advisable 

style is a combination of consultative and formal style.  
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A clear style projects an efficient image. Try to combine writing clearly with a modern and lively 

style - writing clearly does not have to mean a boring style! You can write in an elegant, yet 

friendly manner and still remain professional. Style includes proper sentence construction, not 

using inappropriate words and the correct use of grammar and punctuation. Applying the use of 

the following checklist: 

• Choose a more formal or informal style, depending on your reader. Remember 

though that courtesy is still fashionable! 

• Modify sentence length to suit your writing. Remember that sentences that are too 

long are difficult to follow so try to keep them short. Also, sentences that are too short 

make the text seem abrupt. 

• Use simple and easy to understand words where possible - simple words clarify; 

longer word confuse 

• Check that information flows logically from sentence to sentence and paragraph to 

paragraph 

• Eliminate jargon 

• Avoid emoticons 

• Eliminate excessive adjectives, adverbs and overly descriptive language 

• Use the active voice where possible 

• Write clearly, keeping your objective clear to the reader too.  

 

Consultative style is a form which allows the writer to consult with the audience or invite the 

response from them, for example, “Would you please pass the pen?” The formal style requires 

the use of complete, grammatically correct sentences and appropriate register. Using the 

appropriate style and register indicates a respect for the audience maintains a healthy 

relationship and denotes a professional approach to corporate communication. 

 

1.3.2 Text Type 
Texts types are a basic way to identify, explain and assist participants in written communication 

to compose texts. Text types may be fictional (made up) or factual (information reports). 

  

The main text types or genres are: 

I. Recount - a recount may be personal or factual but is generally a story or report that is 

known to be true. Examples may include news paper reports and stories about people 

or events that have happened to them.  

 

II. Procedure or Instruction - in a procedural or instructional text the writer is usually 

trying to tell the reader how to do something. This may include the resources or tools 
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needed to make something and the steps on how to make it.  Examples of this include 

cooking recipes.  

 

III. Narrative - in a narrative text a story is being told to the reader. It is a bit like a recount 

but is usually a made up story. It usually has a number of events that take place and a 

problem that needs to be solved by the characters. It usually has a crisis in it and then is 

resolved at the end. An example of this is a fairytale. 

 

IV. Report - A report is usually an information text such as an information report that you 

may do for a school assignment about an interesting topic or subject. It can also be a 

news report. A report is usually about something that is real and has different parts to it 

that can be described.  

 

V. Explanation - An explanation text is used to explain a process such as how something 

works. It may involve explaining a series of steps involved in why something happens 

and what happens. This is sometimes called ‘cause’ and ‘effect’. An example may also 

include using a picture or a flow chart.  

 

VI. Argument - An argument text is used when the writer wants to persuade the reader to 

agree with them. The writer usually includes their opinion on something that has 

happened in the world for example. This can be seen in a news article when the writer 

has expressed what they things of what has happened and gives reasons for what they 

have said. To write an argumentative essay, use the following steps to help you: 

1. Begin by introducing the debate topic in your own words. 

2. Then write if you agree or disagree with the argument 

3. Tell people why you hold that opinion and come up with ideas and examples to 

back up your arguments. Try to put these ideas in an order with the most 

important ideas first and links between each idea so that the essay flows well. 

4. Think about why people might have a different opinion (objections) and try to 

show why they are not important or they are not true. 

5. Conclude with a brief summary and try to make a strong last sentence that 

people will remember. 

Each of these text types are used for different purposes and follow a different style or structure 

when you write.  
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The table below shows the text type, its purpose, structure that is supposed to be used and the 

language feature.  

 

Text Type  Purpose Structure Language Feature 

Report To classify and/ 

or describe 

 

• General statement 

or classification 

• Description 

• Technical language 

• Simple present tense 

• Generalised terms. 

Recount To retell a series 

of event 

 

• Orientation  

• Series of events 

sequenced in time 

 

• Descriptive language  

• Past tense 

• Time words to connect 

events 

• Words which tell us 

where, when, with 

whom, how? 

Narrative • To entertain 

• Amuse  

• Instruct 

 

• Orientation/ 

Complication 

• Evaluation/ 

Sequence of events 

• Resolution 

 

• Usually specific people/ 

participants 

• Time words used to 

connect events 

• Action words mostly in 

sequence of events and 

resolution 

• Nouns describe 

characters, setting. 

Procedure To instruct 

someone on how 

to do something 

 

• Goal  

• Steps 

 

• Verbs often at the 

beginning of each 

instruction 

• Words/ groups words 

which tells us how, how, 

when, where, with 

whom? 

Explanation To explain how 

or why something 

occurs 

 

• Phenomenon 

identification 

• Explanation 

sequence 

 

• Technical language 

• Use of words such as 

‘because’, ‘as a result’, 

to establish cause/ 

effect sequence. 
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Exposition/ 

Discussion 

• To persuade 

by arguing 

one side 

• Discussion 

many sides to 

argument is 

an option. 

• Thesis 

• Arguments 

• Reinforcement/ 

Conclusions 

 

• Words that qualify such 

as usually, probably 

• Words that link 

arguments such as 

firstly, on the other hand 

 

Response To respond to an 

artistic work 

 

• Context of artistic 

work  

• Description of work 

• Judgement 

• Words that express 

judgements 

• Descriptive language 

 

LEARNING ACTIVITY 
 
Read the text below and determine which type of text it is? 
 

One of the most disturbing and extraordinary aspects of life in this very wealthy country is 

the persistence of hunger. The Department of Agriculture) reports, based on an independent 

survey of households representative of the SA population, that in 2007 11.9 percent of all SA 

households were "food insecure" because of lack of resources. Of the 13.5 million 

households that were food insecure, 4.4 million suffered from food insecurity that was so 

severe that USDA's very conservative measure classified them as "hungry." 

 

 

1.3.3 Register 

Register is an important concept for composing and responding to a text. It is a concept that 

refers to particular types of language that are used for particular purposes. There is formal and 

informal register.  

 

To achieve a formal register a composer needs to use formal language. This means that the 

composer will use correct grammar and avoid any colloquial language, slang or jargon. The 

types of texts where you will find a formal register will be in essays, expositions, discussions, 

letters to the editor (with some exceptions) and newspaper reports. This list is by no means 

exhaustive. 
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The best way to determine whether a text that you compose should have a formal register is to 

consider the audience and the purpose. For example, would you use a formal register when 

emailing a friend? What if you were applying for a job? 

 

To achieve an informal register, a composer needs to use informal language. This means that 

the composer does not need to use absolutely correct grammar and can use colloquial 

language and slang. Remember that spelling is still important and to use slang wisely. 

Examples where you could use or see texts with an informal register might include journal 

entries, emails to friends, conversations with friends, when you are writing dialogue in a 

narrative. Again this list is not exhaustive and you should consider the purpose and audience of 

the text and think, 'What register would be most effective to reach my audience?' 

 
1.4 DIVERSE SOCIO- CULTURAL ENVIRONMENTS 

 

You need to be aware of the diversity of cultures and communication channels in the workplace 

and in everyday life scenarios.  Especially in South Africa it is required by both the sender and 

the receiver of information to be aware and tolerant of the diversity in which the communication 

takes place. 

 

The more diverse the workforce, the more likely it is that misunderstanding of words, attitudes, 

and behaviours will occur. All the members of a diverse workforce should strive to learn as 

much as they can about each other’s style of communication in order to minimise frustrating 

barriers to effective communication. 

 

1.5 PLANNING AND STRUCTURING WRITTEN COMMUNICATION 

 
When composing a written message you need to ensure that you focus on the receiver of the 

information (the audience): 

• His / her knowledge of the subject to be communicated 

• His / her ability to effectively use the language (read / hear, interpret, understand) 

• His / her need for the information (why they need the communication) 

 

Once you have the answers to the above, you can create your message as a verbal / written 

communication in the right format, at the right time; to the right person so that the receiver 

would best understand and react to the message. 

When planning the written communication it is necessary and rather important to follow the 

following checklist: 
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i. What is your purpose in writing this document?  

ii. Do you know precisely what outcomes you want to achieve and how you want your 

readers to respond? 

iii. What is your audience like - what is their level of intelligence, how deep is their 

knowledge, what is important to them? 

iv. What document format are you going to use? (e-mail, letter, memo, report, etc.) 

v. Are you being polite and unemotional? 

vi. Do you have all the information you need? Is it correct? 

vii. Have you assembled all your arguments? Have you anticipated any counter-arguments? 

viii. Which is the best order to present your points in, both for your document and your 

audience? 

 

1.6 CRITICAL THINKING IN COMMUNICATION PLANNING 

Critical thinking is a very important ingredient in written communication planning. Before you 

start to create the message you want to communicate, you need to work through the following 

steps and make certain decisions about the communication. 

 

Step 1: Written message 

• What is the purpose of this communication?  

• To supply or request information; to produce action or a reaction; to persuade; to 

analyse a problem; or a combination of these. 

• Who do I need to communicate to? We should try to know who will be receiving the 

communication – tailor-make the communication to suite the receiver 

• What do I want the person to do? 

• Should I use verbal or written communication to achieve my goal? 

• Is writing the better option for this communication? Why? 

• Why am I not speaking to the person? 

 

Step 2: Type of communication  

• Formal or informal? 

• Memo, letter or email? 

• Formal structured report or a feedback report on email? 

• Post or fax a letter? 

• Use a diagram, picture or chart to explain issues? 
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Step 3: Content, structure and tone  

What content, structure and tone do I need, so that I will make sure that the person I am 

communicating with understands me and does what I need him/her to do? 

I. Content - What information you want to communicate – ALL of it! Gather the information 

from various sources 

II. Structure - How to organize your message so that the other person understands it 

quickly and easily? All communication has an introduction, middle and end part.  Ensure 

your communication has all three areas. 

III. Tone - formal, logical, neutral, objective, persuasive, friendly, reasoning, assertive, 

forceful, direct, tactful or gentle. Are you using language appropriate to the receiver of 

the communication and appropriate to the type of communication being done (letter of 

complaint, formal introduction to a company, etc) 

 
1.7 ORGANISING WRITTEN WORK 

You are advised to write down on paper your main section divisions and proposed order of 

presentation in the communication. Most business communication material starts with an 

introduction, then the main body and ends with a conclusion, though these may be very brief.   

I. The introduction: establishes what the receiver is about to hear about and provides 

necessary background information (what, who, where, when).  In more formal documents, 

such as reports, it also makes clear the principle upon which the body of the work is 

arranged. 

II. The conclusion: sums up what has gone before or makes a final appeal or 

recommendation to the reader.  Some friendly message is sometimes used to round off 

the note or memo. A conclusion is not indispensable.  The kind of report that provides a 

summary of findings at the beginning needs no conclusion. 

III. The main body: of the material frequently reveals itself wholly or partially as a succession 

of steps or stages of a kind that inevitable lead to each other.  The reader must understand 

A before he can grasp B and C will make no sense unless he knows about B.  Therefore 

the order must be A, B, C.  A natural sequence of this kind must take precedence over any 

other. The main body presents the greatest difficulty in deciding in what order to present 

the material that is arranged into logical groups. 

 

Only a proportion of communication reveals a natural order and it is not common for it to be 

applicable to every part of the message.  Five main methods are used for deciding the order of 

arrangement for the message lacking natural logical sequence: 

• chronological order 

• spatial order 
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• descending order of importance 

• ascending order of importance 

• ascending order of complexity 

• or a combination of these by be used. 

 

1. Chronological order 

This refers to the order in which events took place or in which they were observed.  Its 

simplicity commends it, but unfortunately only a limited amount of communication material 

in business has a clear time sequence.  Repetition in the material (e.g. what is observes at 

16h00 is the same as was previously observed at 12h00) is unsatisfactory. 

 

 

 

2. Spatial order 

This refers to the organisation of material on such a basis as north to south, or outside to 

inside, or front to back, or left to right.  Again, where all material is of approximately the 

same importance, it is a useful method, e.g. a trading report on a company whose area is 

divided into geographical regions which have all had very similar results.  Repetitive 

material tends to be annoying with this system. 

 

3. Descending order of importance 

Is principally a literary device to build up suspense and a sense of climax.  It is valuable in 

planning essays, but is inappropriate for letter and reports, where the aim is certainly not to 

create suspense.  It is very important to use this method in presenting a succession of 

arguments.  We expect an argument to lead to a climax.  If our expectation is not met we 

experience anticlimax and the communicator's efforts have been wasted. 

 

4. Descending order of importance  

This is probably the most useful device. It will often need to be combined with chronological 

and spatial order.  This would be the method for deciding the order for the causes of a 

specific problem.  The most important cause would be dealt with first and the least important 

one last. 

 

5. Ascending order of complexity 



 
 

DOC NO. AND REVISION DATE CREATED/REVISED RESPONSIBLE DEPARTMENT DOCUMENT NAME PAGES 

ATI_DOC September 2019 Training US 119465 
Learner Guide 

Page 15 of 46 

 

This is a particularly suitable order for explication (i.e. communication where the sender's 

principal purpose is to explain something with which the receiver is unfamiliar).  It is a 

method frequently used in this manual, namely, arranging to put the simplest aspect of the 

subject matter in front of the receiver before proceeding to the more complex.  A variant on 

this method is to proceed from the familiar to the unfamiliar.  By starting with what the 

receiver knows best, you start with that he will find simplest. 

The order of arrangement will be influenced by the purpose of the piece of communication and 

the qualities of the receivers and especially their previous knowledge of the subject. 

 
1.7 RESEARCH SKILLS AND WRITING 

Within a business environment research skills are very important in the process of writing 

especially comprehensive reports and are an integral part of many people’s job profile. 

Research and presenting research are key skills, but they aren't easy.  

 

1.7.1 Research and Presentation Skills 

The following are characteristics of research: 

• Research forms a circle.  It originates with a question in the mind of the researcher, and 

ends with an answer to the question. 

• Research cannot continue if the aim of the research is not stated clearly and 

unambiguously. 

• An elaborated plan of procedures that are going to be followed is a precondition. 

• Research starts with the demarcation of the main field of the search (the problem) and 

the division thereof into smaller manageable subdivisions (sub problems). 

• Direction is given to the research by means of setting applicable hypotheses which are 

based on suppositions. 

• Research has to do with factual knowledge. 

• Research involves critical thinking, problem solving, analysis and dissemination as 

depicted diagrammatically below: 
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1. Critical Thinking 

Critical thinking is accepting nothing at face value, but rather examining the truth and validity of 

arguments and evaluating the relative importance of ideas. Critical thinking includes evaluating 

and weighing different sides of an argument, applying reason and logic to determine the merits 

of arguments, and drawing and evaluating conclusions from logical arguments and data 

analysis. Critical thinking requires background skills such as imagination and creativity, logic 

and reasoning, conceptual thinking, reflection and feedback. 

 

2. Problem Solving 

Problem solving is the ability to identify, define and analyze problems, to create solutions and 

evaluate them, and to choose the best solution for a particular context. It requires imaginative 

and innovative thinking to find new ways to approach a problem, analytical skills to examine the 

consequences of a particular solution, and reasoning skills to weigh one solution against 

another. A common form of problem solving in science is experimentation. Problem solving 

involves the background skills of imagination and creativity, logic and reasoning, data collection, 

conceptual thinking, reflection and feedback, and scientific experimentation. 

 

3. Analysis 

javascript:;
javascript:;
javascript:;
http://sydney.edu.au/science/uniserve_science/projects/skills/jantrial/research.htm#conceptual
http://sydney.edu.au/science/uniserve_science/projects/skills/jantrial/research.htm#scientific
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Analysis is the ability to gather relevant data and information and apply methods of synthesis, 

critical thinking and data reduction to locate and understand patterns or connections in that 

information. Scientific analysis often requires mathematical techniques to manipulate data, such 

as graphing experimental results or using statistical tests to examine differences between sets 

of data. Analysis requires the background skills of data collection, data analysis, reflection and 

feedback, scientific experimentation. 

 

4. Dissemination 

Dissemination is communicating to others the purpose and outcomes of research. It requires 

the ability to summarise information, explain the aims, motives, results and conclusions of the 

research, and tailor the communication to the needs and knowledge level of a particular 

audience. Dissemination requires the background skills of imagination and creativity, logic and 

reasoning, conceptual thinking, reflection and feedback. 

 

1.7.2 Background Skills  

To be able to understand research skills and how to apply them in formulating logical and 

meaningful writing one should posses some background skills. Below are the fundamental 

background skills: 

 

• Imagination and Creativity 

Searching for different approaches to a problem or situation (such as adapting technology for a 

novel purpose like using medical technology on plants). It also entails looking for alternatives to 

common or accepted methods and solutions and also trying to examine issues from a different 

point of view (such as seeing an argument from another person's perspective).  

 

• Logic and reasoning 

Logical reasoning means understanding the structure of logical arguments, including deductive 

and inductive reasoning.  It entails assessing the logical basis for scientific claims and 

conclusions (such as deciding whether you agree with the conclusions drawn in a scientific 

paper, based on the evidence given). Sometime you draw conclusions from scientific 

arguments or analyses (for example, making valid generalizations or predictions from 

experimental data).  

 

• Data collection 
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Entail gathering data (for example through carrying out experiments, surveys, focus groups, 

interviews, literature reviews) and designing a data collection tool (for example, planning an 

experiment or constructing a survey).  

 

• Data Analysis 

Data analysis involves identifying an appropriate method (mathematical or otherwise) for 

interpreting and manipulating data and applying techniques of statistical analysis, including 

using statistics in research and the statistical analysis of surveys (such as identifying and 

applying an appropriate statistical test of significance). It also entails awareness of the 

limitations of analysis techniques (for example, understanding the assumptions behind a 

statistical analysis, and examining whether your data fit these assumptions) and forming 

appropriate conclusions from results of analysis.  

 

• Conceptual thinking 

Involves breaking a big issue into smaller, manageable parts (for example, breaking an 

experimental investigation into a series of smaller measurements) and identifying concepts and 

ideas relevant to a problem, synthesizing concepts and available data to construct a solution. It 

also means making judgements about the value and relevance of ideas and information (for 

example, deciding to ignore a particular factor because it contributes only a small amount to the 

overall problem).  

 

Reflection and feedback 

Thinking about what you have done, what you might have done differently, how you feel about 

it, and how you might change it to improve your learning (for example, reflecting on the 

outcomes of a research project and deciding on a different course of action for next time). You 

use insights gained through reflection to improve your own or others' work or situation (for 

example, watching others perform and offering feedback on the way they are tackling a 

problem).  

 

• Scientific Experimentation 

Identifying and designing an appropriate experimental procedure understanding the limitations 

and scope of an experimental design (for example, sample sizes and measurement 

uncertainties).  
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SECTION 2: LANGUAGE STRUCTURES AND 
FEATURES.  

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 
On completion of this section you will be able to use language 

structures and features.  

 

Assessment Criteria  
 

On completion of this section you will be able to: 

 

❖ Ensure meaning is clearly expressed through the use of a 

range of sentence lengths, types, and complexities. (SO 2, AC 

1) 

❖ Explain, with reference to logical progression, cause and 

effect, and contrast; the use of paragraph conventions, 

including links between paragraphs in texts, and ensure it 

promotes coherence and cohesion in writing. (SO 2, AC 2) 

❖ Control the overall structure of a piece of writing and ensure 

the conclusion is clearly formulated. (SO 2, AC 3) 
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2.1 SENTENCE CONSTRUCTION  

Written communication involves creating sentences with meaning. A sentence is like a 

skeleton, the skeleton contains various bones and these bones are put together to form 

different parts of the body. Therefore, a sentence is formed by words, the words are the bones 

and they are put together in different ways to form sentences. 

 
2.1.1 SENTENCE STRUCTURE 

There are basically four types of sentences: 

• Simple  

• Compound  

• Complex  

• Compound – Complex.  

This has nothing to do with sentence length; rather these sentence types are created by the use 

of transition words (or the lack of transition words).  

 

1. Simple Sentence  

This type of sentence type is the simple and basic sentence which is very easy to interpret its 

meaning. It is vital to keep simple sentence short such that they retain the intended meaning. 

The following are examples: 

a. Bob went to the store.  

b. Bob and Sue went to the store.  

c. Bob and Sue went to the store on the corner near the centre of town to buy groceries and to 

get some drinks for the party.  

d. Bob went to the store and went to the Post Office.  

 

These sentences can be long, but when they are very long they tend to be difficult to read. It is 

imperative to keep these sentences brief.  

 

2. Compound sentences 

These are two complete sentences joined with a conjunction “and,” “but,” “or,” “so,” “yet,” and 

“for.”. The following are the examples: 

a) Bob went to the store, and Sue went to the office 

b) The negotiations were successful, so the diplomats returned to their homes 

c) We can go to party, or we can go to the dance 
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Note: Words using conjuncts – see Transition words – bottom of the page are a kind of 

compound sentence. The negotiations ended successfully; therefore, the fighting stopped. 

 

3. Complex sentences. 

The sentences use subordinators. E.g. because the problem proved difficult, they decided to 

from a committee.  

 

4. Compound –Complex Sentences.  

These sentences use a conjunction and a subordinator. The proposal that we wrote was 

accepted, and we started the project. The proposal that we wrote was accepted, and we started 

the project. 

 

 

LEARNING ACTIVITY 

 

Give an example of a: 

• Simple sentence 

• Compound sentence 

• Complex sentence 

• Compound-complex sentence 

 

 
2.1.2 THE ANATOMY OF A SENTENCE 

In a nutshell, a sentence is composed of a verb, predicate and a subject. 

 

1. The Verb 

The verb is the fundamental part of the sentence. The rest of the sentence, with the exception 

of the subject, depends very much on the verb. It is important to have a good knowledge of the 

forms used after each verb (verb patterns), for example: to tell [someone] TO DO [something]. 

Here we can see that the verb to tell is followed immediately by a person (the indirect object, 

explained later), an infinitive with 'to', and, possibly, an object for the verb you substitute for DO. 

 

http://www.class.uidaho.edu/adv_tech_wrt/resources/sentence_style/transitions_words.htm
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Verbs also show a state of being. Such verbs, called BE VERBS or LINKING VERBS, include 

words such as: am, is, are, was, were, be, been, being, became, seem, appear, and sometimes 

verbs of the senses like tastes, feels, looks, hears, and smells. 

 
For example: "Beer and wine are my favourite drinks." The verb "are" is a linking (be) verb. 
 

Finding the Verb 

When you analyze a sentence, first identify the verb. The verb names and asserts the action or 

state of the sentence. For example: "Working at the computer all day made David's head ache." 

The main verb of the sentence is "made", not working. 

Verbs identify our activity or state. 

For example: eat, sleep, run, jump, study, think, digest, shout, walk.... 

 
2. The Subject 

The subject is the person or thing the sentence is 'about'. Often (but not always) it will be the 

first part of the sentence. The subject will usually be a noun phrase (a noun and the words, 

such as adjectives, that modify it) followed by a verb. 

 

Finding the Subject 

Once you determine the verb, ask a wh...? question of the verb. This will locate the subject(s). 

 

For example: 

• David works hard. 

✓ Who "works hard"?=David does=the subject. 

• Beer and wine are my favourite drinks. 

✓ What "are my favourite drinks"? Beer and wine are=the subjects. 

The subject(s) of a sentence will answer the questions, "who or what." 

 

 

3. The Predicate 

Once you have identified the subject, the remainder of the sentence tells us what the subject 

does or did. This part of the sentence is the predicate of the sentence. 

The predicate always includes the verb and the words which come after the verb. For example: 

• Michael Schumaker drove the race car. 
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✓ "Michael Schumaker" is the subject; "drove the race car" is the predicate. 

 
2.1.3 BUILDING A SENTENCE 

A sentence is a group of words which starts with a capital letter and ends with a full stop (.), 

question mark (?) or exclamation mark (!). A sentence contains or implies a predicate and a 

subject. 

• Sentences contain clauses. 

• Simple sentences have one clause. 

• Compound sentences and complex sentences have two or more clauses. 

• Sentences can contain subjects and objects. 

The subject in a sentence is generally the person or thing carrying out an action. The object in a 

sentence is involved in an action but does not carry it out, the object comes after the verb. 

For example: 

The boy climbed a tree. 

There are more things you can add to enrich your sentence. 

Parts of a sentence Description 

Adjective Describes things or people. 

Adverb Alters the meaning of the verb slightly 

Article 
a, an - indefinite articles 

the - definite articles 

Conjunction Joins words or sentences together 

Interjection A short word showing emotion or feeling 

Noun Names things 

Preposition Relates one thing to another 

Pronoun used instead of a noun to avoid repetition 

Proper noun (subject) The actual names of people or places etc. 

Verb Action or doing word 

 

2.1.4 PARTS OF A SENTENCE 
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Mr. Peha’s Stunningly Simple Sentence Structure System states that: (1) Sentences are made 

of parts. (2) Those can parts have names. (3) We can describe the structure of a sentence by 

describing the number and types of parts it contains, and the order in which those parts occur. 

 

ILLUSTRATION: “On a bitter cold winter morning, Malcolm Maxwell, a young man of simple 

means but good intentions, left the quiet country town in which he’d been raised, and set off on 

the bold errand he’d been preparing for all his life.” 

 

You can see that it is made up of several different parts. There are four kinds of sentence parts 

to watch for: 

• Main Parts. These parts usually contain the main action of the sentence: “Malcolm 

Maxwell,… left the quiet country town in which he’d been raised,….” 

• Lead-In Parts. These parts lead into other parts, often main parts: “On a bitter cold 

winter morning,…” 

• In-Between Parts. As the name implies, these parts go in between other parts. They 

feel like a slight interruption: “…a young man of simple means but good intentions,…” 

• Add-On Parts. These are extra parts that convey additional information about any of the 

other parts and are usually used to make things more specific: “…and set off on the bold 

errand he’d been preparing for all his life.” 

We could describe the structure of this sentence like this: 

 

Part 
1 

On a bitter cold winter morning, Lead-In 

Part 
2 

Malcolm Maxwell, Main 

Part 
3 

a young man of simple means 
but good intentions, 

In-
Between 

Part 
4 

left the quiet country town in 
which he’d been raised, 

Main 

Part 
5 

and set off on the bold errand 
he’d been preparing for all his 
life. 

Add-On 

 

2.2 SENTENCE LENGTHS 

A subtle, but very effective way, to make your writing deadly and monotonous is by never 

varying sentence length.  One short sentence after another makes your prose sound choppy 

and childish. Conversely, all "long" sentences can make your writing hard to read. However, 

using all "medium"-length sentences doesn't work, either.  Sentences that are all about the 

same length (and often follow the same grammatical pattern) create monotony.   
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A longer sentence serves to offer more details, to focus in, to probe an idea more thoroughly, 

or--perhaps--to present a powerful description. A short sentence gets to the point. To analyze 

your own writing, you first need to find out your ANW/S (average number of words per 

sentence; I just made that term up :).  

  

1) Take an essay that represents your normal writing (e.g., one with a great deal of dialogue or 

an unusual amount of description could skew the results) and mark off twenty sentences. 

2) Count the number of words in each sentence and then add those totals to get a grand total. 

3) Divide the grand total by 20.  Your result will be the average number of words per sentence 

 

In general this type of analysis is not easy but can be learnt. An average sentence length below 

14 words per sentence may indicate that you use too many short sentences and you need to 

learn how to combine and/or subordinate ideas.  If your average sentence length is well above 

22 words a sentence, you may be piling too much freight on your sentences and have a prose 

style that is dense and tangled.  If your average word length falls between 14 and 22, you need 

to look at your sentences to see if there is some variety or if they are all about the same length. 

 

Should you decide your sentences are just spiffy the way they are, don't get too smug.  Hearing 

the "rhythm" of your sentences, knowing when to use a longer sentence or a shorter one, and 

knowing when to vary the pattern of a sentence is a "work-in-progress" for most of us.  Effective 

sentence style doesn't just happen.  It takes work. 

Sentence combining and subordination are two methods to fix short-sentence-itis.  Sentence 

combining is just what it sounds like.  Often, a series of short sentences can be combined into a 

longer, more effective sentence. 

 

 
The following are the different sentence lengths: 

• Short Sentences: Short sentences present one idea clearly, but too many of them in 

succession can make writing seem awkward and simplistic.  However, a few well-

placed short sentences can add emphasis. 

• Medium Sentences: Medium-length sentences allow space to connect ideas and 

add details, while remaining clear and easy to read.  Medium-length sentences are 

the most versatile and should form the core of your writing. 

• Long Sentences: Long sentences establish complex interrelationships and include 

substantial amounts of amplification and clarification. Use them sparingly to 
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emphasize relationships and to incorporate significant details 

 

 

 

LEARNING ACTIVITY 

 

A) Give examples of short, medium and long sentences.  

1. Short: ___________________________________________________________ 

2. Medium: ___________________________________________________________ 

3. Long: 

______________________________________________________________________

____________________________________________ 

B) Tell the writer of these sentences how to improve their order and structure.  

Fish eat plants. They also eat other fish. Some like light and stay close to the top of lakes or 

oceans, but not all because some swim at the bottom of the sea looking for something to eat in 

the sand or hide behind rocks. Fish have eyes that can see above them and all around, just not 

straight on as we look at the world, especially other people when we want to have an important 

conversation like the one that I had with my Uncle John when he told me all about the fish he 

has kept in terrariums. I like to study fish. 

 

 
2.3 PARAGRAPHS 

Paragraphs are the building blocks of your correspondence. A paragraph discusses one idea in 

detail and aids the development of an overall topic. Paragraph lengths will vary depending on 

the purpose of the paragraph. 

 

2.3.1 Parts of a Paragraph 

The basic paragraph consists of three parts: a topic sentence, supporting details, and a 

concluding sentence. This basic paragraph format will help you to write and organise a 

paragraph and make each paragraph lead to the next. 

 

1. Topic Sentence 

The main idea of each paragraph is stated in a topic sentence that shows how the idea relates 

to the thesis or overall focus of the correspondence. Generally, the topic sentence is the first 
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sentence of a paragraph. All subsequent points made in the paragraphs should support the 

topic sentence. 

 

2. Supporting Details 

Supporting details elaborate upon and prove the topic sentence. Supporting details should be 

drawn from a variety of sources and based on research, experiences, etc. plus the writer's own 

analysis. Using a combination of different supports is the most common and effective way to 

strengthen a paragraph.  

 

The following are common ways to provide supporting details: 

• Expert Opinion 

• Facts and Statistics 

• Personal Experience 

• Others' Experiences 

• Research Studies 

• Brief Stories 

• Journal Entries 

• Personal Analysis 

• Interviews 

• Metaphors
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3. Concluding Sentence 

Each paragraph could end with a final statement that ties together the ideas brought up in the 

paragraph and emphasizes the main idea one last time. If the assignment is longer, it should 

transition to the ideas of the next paragraph. 

 

2.3.2 Example Paragraph 

Maintaining a healthy lifestyle requires eating a nutritious diet and getting regular exercise. A 

nutritious diet includes eating a variety of foods from each of the four food groups: fruits and 

vegetables, meat, dairy and grains. Regular exercise is also an essential part of keeping a 

healthy lifestyle. Most experts recommend exercising at least thirty minutes a day, six days a 

week. These two aspects, eating a healthy diet and exercising on a regular basis, will maintain a 

healthy lifestyle. 

 

• Topic Sentence 

• Supporting Detail #2 

• Supporting Detail #1 

• Supporting Detail #3 

• Concluding Sentence 

 

2.3.3 LINKING DEVICES  

Linking devices help you carry over a thought from one sentence, idea or paragraph to another 

with words or phrases so that there are no sudden jumps or breaks between ideas. Below is a list 

of some common connectors: 
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SOURCE: http://www.awc.metu.edu.tr/handouts/Linking_Devices.pdf 

 

http://www.awc.metu.edu.tr/handouts/Linking_Devices.pdf
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2.4 PLANNING AND ORGANIZING WRITTEN CORRESPONDENCE 

 

In all writing prior planning is the key to success. After careful planning the written document 

needs to be organized such that it can serve the purpose it is intended to and can also capture 

the reader’s interest. The following are the tips for effective planning; 

 

2.4.1 Narrow your topic 

Your topic should be specific, but not too narrow. Make sure you will be able to discuss the topic 

thoroughly in the length of your paper. If you find that your topic is too broad, consider focusing 

on a specific aspect of the topic. 

 

2.4.2 Create a cluster diagram (otherwise known as a mind map) 

Group your thoughts into categories according to their similarities: 

2.4.3 Formulate your topic sentence. 

The topic sentence states your main point. It is important to always have a topic sentence. 

Newspapers demonstrate this principle exceptionally well. E.g. "Mr Smith was sentenced to five 

years' imprisonment today. Although Mr Smith's lawyer presented his client's case confidently, 

the judge was not convinced of his innocence. Judge Mofokeng warned that white collar crime 

would not be tolerated in South African society." 
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2.4.4 Develop an outline 

Outlines help you organize all the information you have gathered. For a formal outline, use 

Roman numerals, letters, and numbers to organize your ideas. You are now ready to write your 

first draft! 

 

2.4.5 Starting to write 

Once your plan is complete, you can start to write. If you are struggling with a difficult 

introduction, go back to it once you have completed everything else. Sometimes, with all the 

other text complete, it will fall into place. Make sure that you follow a logical train of thought and 

that the end result is flowing text. Make long texts easier to download by breaking up the 

information with headings, numbers or bullets.  
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SECTION 3: IMPROVE CLARITY AND CORRECTNESS 
OF OWN WRITING 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 
On completion of this section you will be able to draft own writing 

and edit to improve clarity and correctness. 

Assessment Criteria  
 

On completion of this section you will be able to: 

❖ Ensure that writing produced is appropriate to audience, purpose 

and context. Corrections are an improvement on the original.  (SO 

3, AC 1) 

❖ Check control of grammar, diction, and sentence and paragraph 

structure and adapt for consistency. (SO 3, AC 2) 

❖ Understand that logical sequencing of ideas and overall unity is 

achieved through redrafting.(SO 3, AC 3) 

❖ There is clear evidence that major grammatical and linguistic 

errors are edited out in redrafts. (SO 3, AC 4) 

❖ Identify inappropriate or potentially offensive language is 

adapt/remove. (SO 3, AC 5) 

❖ Understand experimentation with different layouts and options for 

presentation and ensure they are appropriate to the nature and 

purpose of the task. (SO 3, AC 6) 
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3.1 MAKING WRITTEN COMMUNICATION APPROPRIATE 

 

Written communication is a fundamental part of business. A well-worded document can make a 

positive impression on your reader, whereas a poorly chosen word can negatively affect 

business relationships and transactions.  

 

3.1.1 Guidelines to Written Communication 

 

a. Be Concise 

Wordiness buries meaning; a few precise words are often more powerful than a long 

string of vague words. To keep your writing concise, eliminate unnecessary words, 

phrases, and sentences.  

b. Avoid unnecessary phrases. 

When writing it is very important to avoid unnecessary phrases which serve no purpose in 

a sentence.  

 

c. Eliminate redundant words. 

Like unnecessary phrases redundant words are words which do not serve any purpose in a 

particular sentence. If you can express an idea with fewer words, do so. Replace unclear 

phrases with words that more precisely portray your meaning 

 

 

Bad Example Suggestion 

Acknowledging your . . . (Avoid this at the beginning of sentences.) 

Answering your . . . (Avoid this at the beginning of sentences.) 

Permit us to state . . . (Avoid this phrase. Just state it.) 

This letter is to inform you . . . (Just give the information.) 

Bad Example Suggestion 

agreeable and satisfactory (Use only one of the words.) 

consensus of opinion Consensus 

my personal opinion my opinion 

refer back to . . . refer to . . . 

thought and consideration (Use just one of the words.) 

true facts Facts 

herewith attached please find . . . attached is . . . 
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d. Avoid Clichés 

Clichés are overused words and phrases. In trying to improve the art of writing, try by all means 

to avoid use of clichés. 

 

 

e. Avoid Appearing Ostentatious 

Being ostentatious is having a habit of using bigger complex words while you have easier and 

common alternatives. Never use large words just to impress your reader. Short, common words 

are often more powerful than complex words, and writers who misuse lengthy words may be 

perceived as unintelligent or insincere. 

Bad Example Suggestion 

above-numbered policy your policy; this policy 

are of the opinion that . . . believe . . . 

costs the sum of . . . costs . . . 

for the purpose of learning to learn 

in spite of the fact that . . . although . . . 

in the city of . . . in . . . 

. 

Bad Example Suggestion 

a large number of . . . 450.. . 

as discussed above (Be specific.) 

in due course; in due time (Give the specific time.) 

Bad Example Suggestion 

as a matter of fact in fact, 

as per your request as you requested 

at the present time Now 

each and every one of us each of us; everyone; all of us 

feel free to . . . please . . . 

if and when (Use just one of the words.) 

in this day and age today; currently 

in the event that . . . if . . . 

take this opportunity (Avoid this phrase.) 

we are of the opinion that . . . we believe . . . 

with reference to . . . about. . . 
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f) Use Professional Language 

Avoid slang, and always use language that is gender-inclusive. 

 

 

g. Use Caution With Jargon 

Use jargon (terminology specific to a field) only when it is necessary and when the reader will 

understand it. 

 

 

Bad Example Suggestion 

at which time . . . when.. . 

attached please find . . .; attached hereto the attached brochure 

the copy enclosed herewith . . . the enclosed copy . . . 

hold in abeyance Postpone 

in as much . . . since . . . 

pending receipt of . . . until we receive . . . 

please be advised that . . . (Avoid this expression.) 

pursuant to our agreement as we agreed 

subsequent to.. . after . . . 

Bad Example Problem Suggestion 

Anywheres Unprofessional (There is no such word.) 

I'd appreciate . . 

. 

Unprofessional I would appreciate . . . (Use contractions only when a more 

casual tone is appropriate.) 

You're invited to 

. . . 

Unprofessional You are invited to . . . (Avoid contractions unless a casual 

tone is appropriate.) 

Every doctor 

should know his 

patients 

personally. 

Not gender-

neutral 

Doctors should know their patients personally. 

OR Every doctor should know his or her patients personally. 

Bad Example Problem Suggestion 

Boolean search Computer jargon Avoid jargon unless you are certain the reader 

will know its meaning. bubble economy Economic jargon 

cold calling Business jargon 

Graphical User Interface Computer jargon 

multilateral action Political jargon 
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h. Be Sensitive To Your Reader 

Avoid terms that might be considered offensive. When expressing negative news, be sensitive to 

how your reader will receive it, and adjust your words accordingly. 

Bad Example Problem Suggestion 

insist and demand Insensitive (Avoid using strong words that come across as 

demanding or insensitive.) 

You failed to enclose . . . Negative Please enclose . . . 

You neglected to send . . . Negative We did not receive . . . 

 

i. Write With Confidence 

      Show confidence through your words, but avoid anything that might be perceived as arrogant. 

Bad Example Problem Suggestion 

I hope and trust Lack of 

confidence 

(Avoid words that show doubt.) 

I know I am just one of many 

similar applicants, but . . . 

Lack of 

confidence 

(Avoid statements that do not portray confidence 

in your unique abilities.) 

As I am sure you can see, I am 

the best applicant for this position 

because . . . 

Arrogant I am well-qualified for this position because... 

 

3.2 FLOW OF INFORMATION- PUTTING IT ALL TOGETHER 

Like a musician composes music, so you need to put your text together. There needs to be a 

logical flow of information from sentence to sentence and paragraph to paragraph. We need to 

group together our thoughts on the introduction, body and conclusion. 

 

The introduction should outline the purpose of the text. The body should provide all the supporting 

detail, moving from the general to the specific. The body may contain various paragraphs, each 

with its own thought and may include bullet points for easy reading. The conclusion should bring 

all the arguments together and leave the reader with a clear call to action. 

 

Leave out irrelevant detail, waffle or repetition. Remember though, that you could have the best 

grammar in the world, have a perfect writing style, your tone could be ideal and your flow of 

information superb, BUT all of this could count for nothing if your information is not factually 

correct! Be sure of all your facts! 
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3.3. SPELLING AND GRAMMAR 

Examine each word in the paper individually. Move from the end of each line back to the 

beginning. Pointing with a pencil helps you really see each word. If necessary, check a dictionary 

to see that each word is spelled and correct grammar is used. The following are the common 

outlines which need to be checked; 

 

Compound Sentence Commas 

Skim for the conjunctions and, but, for, or, nor, so and yet. See whether there is a complete 

sentence on each side of the conjunction. If so, place a comma before the conjunction. 

 

Introductory Commas 

Skim your paper, looking only at the first two or three words of each sentence. Stop if one of 

these words is a dependent marker, a transition word, a participle, or a preposition. Listen for a 

possible break point before the main clause. Place a comma at the end of the introductory 

phrase or clause (which is before the independent clause). 

  

Comma Splices 

Skim the paper, stopping at every comma. See whether there is a complete sentence on each 

side of the comma. If so, add a coordinating conjunction after the comma or replace the comma 

with a semicolon. 

 

Fragments 

Look at each sentence to see whether it contains an independent clause. Pay special attention to 

sentences that begin with dependent marker words (such as because) or phrases such as for 

example or such as. See if the sentence might be just a piece of the previous sentence that 

mistakenly got separated by a period. 

 

Run-On Sentences 

Review each sentence to see whether it contains more than one independent clause. Start with 

the last sentence of your correspondence, and work your way back to the beginning, sentence by 

sentence. Break the sentence into two sentences if necessary. 

  

Apostrophes 

Skim your paper, stopping only at those words which end in "s.". See whether or not each "s" 

word needs an apostrophe. If an apostrophe is needed, you will be able to invert the word order 

and say "of" or "of the": 

• Mary's hat 
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• the hat of Mary 

 

Left-Out Words 

Read the paper aloud, pointing to every word as you read. Don't let your eye move ahead until 

you spot each word. Also, make sure that you haven't doubled any words. 

 

The following are some of the common grammatical errors 

1. Ain't: 

Some people believe that we should never use the word "ain't" in the English language. It is, 

however, a legitimate and valid word – if it is used in the right place. It is a contraction for "am 

not." 

The sentence, "I ain't going to school today," is therefore correct. It means, "I am not going to 

school today." It can be used only for the first person singular (I). It can not be used with "we," 

"they," "you," "thou," "he," "she," or any proper noun. 

 

2. Advice versus Advise: 

Advice is a noun, something that you give. It is a thing. Say, "Please give me some 

advice."Advise is a verb, something that you do. It is some action. Say, "Please advise me." 

 

3. Affect and Effect: 

As verbs, they differ. To affect some thing is to have some influence upon it. To effect some 

action is to cause it to happen. As nouns, they also differ. Affect is like affection, related to 

emotion. Effect is a result. 

 

4. Apart and a Part: 

One is a single word; the other includes two words. "Apart" means two things are separate or 

away from each other. A "part" means one thing is a portion or an element of another. 

A wall is usually seen as a "part" of a house, for example, while a fence is seen as "apart" from 

the house. 

5. Complement and Compliment: 

The change from an "e" to an "i" makes a big difference in these two words. The word 

"complement" is related to the word "complete." If one thing complements another, then the two 

together make a whole. 
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In contrast, the word "compliment" is an observation of some good quality in a person. It is 

considered more sincere than flattery. 

etc: 

End of thinking creatively (E.T.C.). Avoid using "etc." 

 

6. Fewer and Less: 

"Fewer" is used for counting while "less” is used for measuring. You can say my car has fewer 

litres of fuel than yours, because you measure fuel, not count it. You can say that Palesa has 

fewer shillings than Mpumi, or you can say that Palesa has less money than Mpumi. (You can 

not say that Palesa has less shillings). Money is measured while coins and bills are counted. 

Grocery store managers display their illiteracy when they put up signs in the express lanes 

saying ten items or less instead of ten items or fewer. 

 

7. Hippopotomonstrousquipedalianism: 

Do not use long words. 

 

8. Hopefully: 

Do not use "hopefully" unless you state exactly who is doing the hoping. Say: "They stood 

hopefully in the rain waiting for the rock star to appear."Do not say: "Hopefully the bear will stay 

out of the village," or "Hopefully I will come in time." Say "We hope that the bear will stay out of 

the village," and "I hope that I will come in time." Avoid all "...fully" words if you do not specify 

who is doing the action. 

9. Revert: 

To revert means to degenerate to an earlier condition. Say, "They reverted to barbarism." It does 

not mean to reply, as in "reply to a message." Say, "Please reply to this email message." 
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Activity  

Can you read these correctly ... the first time? 

1. The bandage was wound around the wound.  

2. The farm was used to produce produce.  

3. The landfill was so full, they had to refuse more refuse.  

4. Please polish the Polish furniture.  

5. He could be in the lead if he would get the lead out.  

6. Since there is no time like the present, it is time to present the present.  

7. A bass was painted on the head of the bass drum.  

8. When shot at, the dove dove into the bushes.  

 

 

3.4 EDITING AND PROOF READING 

No matter how many times you read through a "finished" document, you're likely to miss many of 

your most common mistakes. This exercise will help you proofread more effectively by giving you 

some useful general strategies for editing well 

• By giving you strategies which personalize editing so you can identify errors you 

typically make 

• By giving you specific strategies for identifying and correcting those mistakes. 

 

3.4.1 General Editing Strategies 

Begin by taking a break. Allow yourself sometime between writing and editing. Even a five-

minute break is productive because it will help get some distance from what you have written. 

The goal is to return with a fresh eye and mind. 

 

The following strategies will help you slow down as you read through a document and will 

therefore help you catch errors that you might otherwise overlook. As you use these strategies, 

remember to work slowly. If you read at a normal speed, you won't give your eyes enough time to 

spot errors. 

I. Read aloud 

Reading a document aloud forces you to read every little word. Read with a "cover" 

Moving a blank sheet of paper down the page as you read encourages you to make a 

detailed, line-by-line review of the document. 

 

II. Role-play 
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Playing the role of the reader encourages you to see the document as your audience 

might.  

III. Reading your document backwards Strategies Which Personalize Editing 

In addition to using the general strategies already listed, you'll need to personalize the 

editing process. You won't be able to check for everything (and you don't have to), so you 

should find out what your typical problem areas are and look for each type of error 

individually.  

 

To make sure that you do effective proof reading and editing consider doing the following: 

• Find out what errors you typically make. Review your trainers' comments about your 

writing and/or review your documents(s) with a trainer. 

• Learn how to fix those errors. Talk to your trainer. He/she can help you understand why 

you make the errors you do so that you can learn to avoid them. 

• Use specific strategies. Use the strategies detailed in this manual to find and correct your 

particular errors in organization and paragraphing, usage and sentence structure, spelling 

and punctuation. 

• To locate and correct errors in your correspondence, find the strategies below which 

correspond to your typical problem areas and follow the step-by-step instructions 

provided for you. Each strategy is designed to focus your attention on only one particular 

error, so to be most effective, use only one strategy at a time. 

 

3.5 INAPPROPRIATE LANGUAGE 

 
1. Jargon 

Generally speaking, jargon, in its most positive light, can be seen as professional, efficient 

shorthand. Jargon, is “technical talk” and it may be used as a barrier to keep outsiders from 

understanding something, but not always.  

 

Examples of jargons in insurance include: 

• Proximate cause 

• Claim  

• Underwriting 

• Risk 

• Indemnity 

• Insurable interest 

• Average 

• Collective policy 
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• Principle of large numbers 

• Deductable 

• Disclosure 

• Utmost good faith 

 

2. Insensitive words 

Such words can cause the greatest offence if used casually and repeatedly, at an inappropriate 

time or place, or in the wrong company. Insensitive words do not consider the feelings of other 

people.  

For example: the meeting needs a chairman instead of saying the meeting needs a chairperson. 

 

3. Offensive language 

Offensive language also known as swearing, cursing, coarse language, foul speech, strong 

language, dirty words, 'cussing', bad words, bad language, adult language, vulgar 

language, inappropriate language or simply language, is language that is strongly impolite or 

offensive in many situations. 

 

The table below shows a list of acceptable and offensive words 

 

ACCEPTABLE OFFENSIVE 

 Disabled  handicapped, crippled, deformed 

 non-disabled  able-bodied, normal, healthy 

 people with disabilities 
 persons with disabilities 

 the disabled 
 the handicapped 

 uses a wheelchair 
 is a wheelchair user 

 is confined to a wheelchair 
 is wheelchair bound 

 has a cerebral palsy  is a cerebral palsy victim 

 has had polio  suffers from polio 

 

3.6 COMPLEX WORDING  

 
A complex word is the root word with either another stand alone word or with the attachment of a 

prefix or suffix. Instead of using complex words and ideas, it helps to get your message across 

by simplifying your choice of words. Using complex words instead of simpler ones is known as 

being pompous. 

 

Long-winded expressions: 
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Look at these long-winded expressions and then notice their simpler versions: 

 

LONG-WINDED       SIMPLER 

 

Within the realm of possibility      possible 

At the present writing       now 

Due to the fact that       due to 

Enclosed herewith please       find enclosed 

Pursuant to your request      as you requested 

In the vicinity of       near 

We are of the opinion that we      believe 

Involve the necessity of      require 

Affording us the opportunity      allowing us 

For the reason that       because, since 

In the event that       if 

For the purpose of       to  

Prior to the issuance of      before issuing 

Is not in a position to       cannot 

Question as to whether      question whether 

Will be utilised        will be used 

It is our understanding that      we understand 

To apply their talents to      to perform, to do 

In the near future       promptly, soon 

At this point (moment) in time      now 

Along the lines of       like 

As of this date        today 

With the result that       so that 

In the possession of       has, have 

In view of the fact that       since 

With regard to, pertaining to      about 
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3.7 WRITING PROCESS 

Most of us cannot just sit down and write a business letter and post it off immediately. Almost 

always, we need to plan, write and edit it — particularly if we were annoyed, upset, or angry 

when we wrote the letter! (Then it will DEFINITELY) need editing! In a nutshell, writing is a 

process. Writing is a non-linear, often circular, process that looks like:  

 

Most people find that "planning" is the best place to start. Most people also "start at the 

beginning". If that doesn't work for you, start somewhere else. [It's pretty easy to "chop and 

change" later with a good word processing package.] Thus, if you really can't seem to get into 

writing the introduction, "stuff the introduction", start somewhere in the middle! If you can't seem 

to get a good "plan" or "outline" that works, "stuff the plan" and start writing. Very soon, you will 

start to see what must come before, and what must come after, the bit that you're writing now. 

And thus your plan evolves.  

Usually it is easier to "start with the plan", and to "start at the beginning", but if that isn't working, 

try something else. You are judged by the finished product, not how you got there.  

 

WRITING STEPS 

The key steps in writing include planning, drafting, editing and redrafting. 

 
1. Planning 

The following are some of the questions that a writer must answer during the planning stage; 

• What is your purpose in writing this document?  

• Do you know precisely what outcomes you want to achieve and how you want your 

readers to respond? 
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• What is your audience like - what is their level of intelligence, how deep is their 

knowledge, what is important to them? 

• What document format are you going to use? (E-mail, letter, memo, report, etc.) 

• What content, structure and tone do I need, so that I will make sure that the person I am 

communicating with understands me and does what I need him/her to do? 

• Are you being polite and unemotional? 

• Do you have all the information you need? Is it correct? 

• Have you assembled all your arguments? Have you anticipated any counter-arguments? 

• Which is the best order to present your points in, both for your document and your 

audience? 

 
2. Drafting 

Drafting is the process of writing down ideas, organizing them into a sequence, and providing the 

reader with a frame for understanding these ideas. The end result is a composition or "first draft" 

of the ideas. The following questions might be helpful to students as they compose their first 

drafts: 

• What ideas or thoughts will we include? 

• How will we organize the material? 

• How will we introduce, develop and conclude our first draft? 

• What will the title of our article be? (A clever title can help ensure a large readership!) 

3. Editing 

Editing refers to the process of polishing and revising based on an evaluation of the writing. It is 

the hard work that a writer devotes to a piece of writing that is likely to reach a wide audience 

and serves as a reflection of oneself.’ 

 

4. Redrafting 

Redrafting is the process of producing a new draft from a previous draft. It involves re-reading 

your draft and thinking about how you want to change it, receiving comments from others and 

deciding what you are going to do with them, and then making changes to your existing draft to 

produce a new one. 

 


